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About ACTCOSS 
ACTCOSS acknowledges Canberra has been built on the land of the Ngunnawal people. We 
pay respects to their Elders and recognise the strength and resilience of Aboriginal and Torres 
Strait Islander peoples. We celebrate Aboriginal and Torres Strait Islander cultures and ongoing 
contribution to the ACT community. 

The ACT Council of Social Service Inc. (ACTCOSS) is the peak representative body for not-for-
profit community organisations, people living with disadvantage and low-income citizens of the 
Territory.  

ACTCOSS is a member of the nationwide COSS network, made up of each of the state and 
territory Councils and the national body, the Australian Council of Social Service (ACOSS). 

ACTCOSS’ vision is to live in a fair and equitable community that respects and values diversity, 
human rights and sustainability and promotes justice, equity, reconciliation and social inclusion. 

The membership of the Council includes the majority of community based service providers in 
the social welfare area, a range of community associations and networks, self-help and 
consumer groups and interested individuals. 

ACTCOSS advises that this document may be publicly distributed, including by placing a copy 
on our website. 

Contact Details 

Phone:  02 6202 7200 
Address: Weston Community Hub, 1/6 Gritten St, Weston ACT 2611 
Email:  actcoss@actcoss.org.au  
Web:   www.actcoss.org.au   

Director: Susan Helyar    

 

November 2017 
© Copyright ACT Council of Social Service Incorporated 

This publication is copyright, apart from use by those agencies for which it has been produced. 
Non-profit associations and groups have permission to reproduce parts of this publication as 
long as the original meaning is retained and proper credit is given to the ACT Council of Social 
Service Inc (ACTCOSS). All other individuals and Agencies seeking to reproduce material from 
this publication should obtain the permission of the Director of ACTCOSS. 

An ACT Government – ACT Office for Disability funded initiative. 

 

mailto:actcoss@actcoss.org.au
http://www.actcoss.org.au/
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Acronyms 

ABN Australian Business Number 

ACT Australian Capital Territory 

ACTCOSS ACT Council of Social Service Inc. 

FAQ frequently asked questions 

NDIS National Disability Insurance Scheme 

NFP not-for-profit 

ILC Information, Linkages, and Capacity Building 
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Introduction 

This grant writing resource is aimed at not-for-profit (NFP) community 

organisations in the Australian Capital Territory (ACT) that do not have 

dedicated grant writing teams or personnel and have limited exposure to the 

essential building blocks of a good grant application. It aims to outline both 

theoretical and practical tools that are key to grant writing – namely, the steps 

you can take to prepare prior to a grant window opening, frameworks and tools 

to support your application development when responding to criteria, and 

present avenues for grant seeking and networking in the ACT.  

This resource serves as an introduction to the world of grant writing, providing 
links to additional resources and content available through the web that further 
elaborate key concepts and tools.  

We have tailored the content of this resource to connect to the local context of 
the ACT. A number of features of the ACT context make it a unique jurisdiction, 
including: 

• Funding of community development work done directly via the 
Directorates within the ACT Government as opposed to through local 
councils 

• The Social Compact – that serves as a relationship framework between 
the ACT Government and the community sector 

• Proximity of services. 

 

 

 

 

 

http://www.communityservices.act.gov.au/wac/strategic__policy/the-social-impact
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Quick Grant Writing Checklist 

Questions Yes No Not 
Applicable 

1. Have I considered my organisation 
constitution / rules regarding funding 
sources? 

   

2. Do I have a project that I think will make 
a difference to the community? 

   

3. Do I have a copy of inherent 
documentation needed, e.g. ABN, 
insurance certificates, mission / vision 
statements, staff profiles, referral 
programs, previous grant Executive 
Summary’s, and any relevant 
compliance requirements?  

   

4. Does my organisation qualify in terms of 
eligibility criteria for the grant in 
question? 

   

5. Do I have a needs assessment 
underpinned by a program logic model? 

   

6. Have I got a body of qualitative and 
quantitative evidence to support my 
needs assessment and expected 
outcomes? 

   

7. Is my project budget clear, well 
organised, and easy to understand? 

   

8. Have I considered ACT-specific 
initiatives so as to build coherence 
between my project and wider 
strategies in my grant application? 
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Getting Started 

As a first step, be aware and familiar with any information regarding 'funding 
sources' contained within your NFP organisation’s internal constituent 
documents (constitution or rules). If your organisation will need to make an 
internal change prior to applying for grant funding, you can find more 
information on how to do so at the Justice Connect NFP Law's page on rules 
and constitutions.  

For grant applications with the ACT Government, being incorporated may be 
essential for some grant programs. If you need to be incorporated to apply for a 
grant program, you can: 

• Explore how by visiting the Office of Regulatory Services website or phone 
02 6207 0473  

• Be auspiced by an incorporated organisation so as to meet eligibility 
criteria; for more information regarding auspicing (guide and checklist) 
please visit the Justice Connect NFP Law's page on auspicing.  

Also, your NFP organisation will need to be familiar with its commitment and 
obligations more broadly when considering grant funding from the ACT 
Government regarding prescribed laws, regulations and by-laws. You can visit 
the following link for a list of Legislative and Regulatory Requirements to 
operating in the ACT.  

Pre-Grant Application Preparation 

In most cases, grant funding aims to fund projects as opposed to organisations. 
The principal purpose of the grant is to transfer monies from a funding agency 
or entity to a recipient who undertakes to carry out the proposed activities to 
fulfil a public purpose.1  

The best way to begin is to strategically consider your needs prior to exploring 
available grants. There are multiple ways to begin this process, the easiest 

                                                             

1  BA Browning, Grant Writing for Dummies, 5th Edition, John Wiley & Sons, Inc, Hoboken, 2014, p.7-8. 

http://www.nfplaw.org.au/constitution
http://www.nfplaw.org.au/constitution
https://www.accesscanberra.act.gov.au/app/answers/detail/a_id/1504/kw/becoming%20incorporated
https://www.nfplaw.org.au/auspicing
https://www.grants.act.gov.au/commitments_and_obligations
https://www.grants.act.gov.au/commitments_and_obligations
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being a brainstorming session within your NFP organisation to compile a list 
that can be added to and refined as new needs arise and old ones subside.  

The University of Kansas Community Toolbox has digestible guides to that 
maybe helpful: 

• Toolkit: Assessing Community Needs and Resources 

• Toolkit: Analysing Problems and Goals 

A practical set of documents to keep on hand for easy reference so as to 
minimize the administrative burden of applying for a grant can include: 

• Your NFP organisation details (e.g. ABN) 

• Insurance certificates 

• Mission / vision statements 

• Staff profiles 

• Referral programs 

• Previous grant executive summary / project summary. 

Program Logic Model 

A program logic model is one way to articulate your theory of change through a 
succinct graphical representation on one page. It is a useful tool to give clarity 
to the complex issues you might have identified in the previous section, both in 
the planning process and in serving as a roadmap for program evaluation.  

It does this by ‘visually representing a linear sequence of steps that need to 
occur for a project to meet its desired outcomes. This generally consists of 
identifying the inputs, activities, outputs, and outcomes (from immediate, to long 
term). An important component of program logics is the identification of 
assumptions that link steps’. 2   

                                                             

2  Evaluation Toolbox, Program Logic, 2010, viewed 08 November 2017, 
<http://evaluationtoolbox.net.au/index.php?option=com_content&view=article&id=30&Itemid=136>. 

http://ctb.ku.edu/en
http://ctb.ku.edu/en/assessing-community-needs-and-resources
http://ctb.ku.edu/en/table-of-contents/analyze/analyze-community-problems-and-solutions/define-analyze-problem/main
http://evaluationtoolbox.net.au/index.php?option=com_content&view=article&id=30&Itemid=136
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Source: Enhancing Program Performance with Logic Models, University of Wisconsin-Extension, Feb 
2003, p.23. 

For an introduction to program logic from a community service perspective, you 
can visit the following link by the Community Sustainability Engagement 
Evaluation Toolbox.  

A key feature of utilising a program logic model is assisting your NFP 
organisation to move beyond identifying outputs (i.e. activities), to 
communicating outcomes (i.e. desired change due to activities). The difference 
we intend our proposed activities to make can be split into: 

• Initial outcomes – new skills, changes in attitude and opinions 

• Intermediate outcomes – changed behaviours  

• Longer term outcomes – altered conditions or status in the system. 

For a short guide into how you can move from communicating outputs to 
outcomes, you can visit the NDIS ILC Toolkit on 'what are outcomes?'.   

http://evaluationtoolbox.net.au/index.php?option=com_content&view=article&id=30&Itemid=136
http://evaluationtoolbox.net.au/index.php?option=com_content&view=article&id=30&Itemid=136
https://ilctoolkit.ndis.gov.au/what-are-outcomes
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Grant Writing 

To recap, first we identify a list of potential grants that seem suitable to assist 
your NFP organisation deliver the outcomes you have identified through the 
frameworks in the previous section. The next step prior to scrutinising the grant 
eligibility and response criteria is to explore value alignment.  

It is important at this stage to continuously put yourself in the shoes of the grant 
provider and to tailor what you write accordingly – not just change the names of 
the grant providers when applying for multiple grants simultaneously. Most 
importantly, remember that your grant reviewers – your primary audience – are 
most likely time poor, so it is critical you are succinct yet intentional in what you 
write. 

Value Alignment & Background Research 

If you have never worked with or have limited experience working with the 
funding organisation in the past, a good starting point is exploring if your 
network can yield someone who is aware of your work, and has an existing 
relationship with the funding organisation. Investing time in hearing their 
perspective may be useful in helping you plan how you interact with the funding 
organisation directly and fine tune your grant writing application. Additionally, 
the ACT Government agencies also run information sessions about their grant 
programs, which they encourage prospective applicants to attend.  

A deeper understanding of the funding organisation will also help you know your 
audience. A typical grants panel is usually made up of the following 
professionals: government or funding representative, industry or business peak 
body representative, small and medium size enterprise, grants or evaluation 
expert.  

For a general overview of grant writing considerations by the ACT Government, 
you can visit FAQs when applying for a grant.  

https://www.grants.act.gov.au/faq
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Eligibility Criteria 

Read the application guidelines thoroughly, ideally three times: ‘the first time to 
understand the general instructions, a second time to focus on the technical 
formatting requirements, and a third time to note the narrative content 
requirements.’3  

It is critical that you are aware of the eligibility criteria necessary for your 
application to be considered, common criteria that when misinterpreted that can 
potentially jeopardise your application include: 

• Type of grant, e.g. seed money (non-ongoing operating expenses), or 
direct service funding (ongoing), or other 

• Minimum and maximum award limits 

• Grant restrictions, e.g. geographic preference, priority issue-areas, type of 
organization that can apply 

• Close of application date.  

Be realistic and honest about the resources you or your organisation will have 
to invest in time and other ways to apply for this grant. An Our Community 
Grants Survey in 2017 found 54% of applicants pull out of a grant application 
before finishing it and 43% have done so after realising they were ineligible in 
the first place.  

If you are confident that you meet the eligibility criteria, have considered the 
points above, and determine that your NFP organisation has the needed time 
and resources to prepare an effective grant application, then you should 
proceed with preparing an application! 

Developing & Using Existing Evidence 

Revisit your program logic model to dissect where there might be existing 
evidence that can underpin the various components of your project, for 
example: 

                                                             

3  BA Browning, Grant Writing for Dummies, 5th Edition, John Wiley & Sons, Inc, Hoboken, 2014, p.19. 

https://www.fundingcentre.com.au/news/2017/4/grant-survey-shock
https://www.fundingcentre.com.au/news/2017/4/grant-survey-shock
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• To support the method of the project – has the same or similar project 
been operationalised elsewhere successfully? 

• To support your claims for expected outcomes – is there evidence in 
academia (e.g. journals) or the public domain (e.g. peak body reports) that 
demonstrate similar links? 

If you are new to gathering evidence it can seem a daunting process, but it 
doesn't have to be. A common method of classifying any evidence you do find 
is into two categories: quantitative and qualitative.  

Quantitative evidence includes information that can be measured or counted – 
such as demographic data regarding your proposed project issue area. 
Conversely, qualitative evidence includes information that is presented in prose 
– such as interviews with affected demographics or opinion from experts in the 
field.  

Our Community Funding Centre has a range of Australia-wide and state-
specific links for statistical sources to assist in grant writing submissions.  

For ACT-specific evidence you can visit: 

• Australian Bureau of Statistics – ACT Data 

• ACT Government Open Data Portal 

• ACT Council of Social Service   

• ACT Peak Representative Bodies. 

Costing Your Project 

The budget and its accompanying timetable you present in your application 
should be clear, well organised, and easy to understand. When planning, 
consider using a spreadsheet with outlined columns and headings: Budget 
Category (e.g. personnel, equipment etc.), Requested Funds, Existing Funding 
(if any), and Project Total.  

It is important to be as accurate as possible, e.g. asking for $9990 is preferable 
to $10,000.  

Key questions to ask in relation to costing may include: 

https://www.fundingcentre.com.au/help/fundraising-statistics
http://stat.abs.gov.au/itt/r.jsp?RegionSummary&region=8ACTE&dataset=ABS_REGIONAL_ASGS2016&geoconcept=ASGS_2016&measure=MEASURE&datasetASGS=ABS_REGIONAL_ASGS2016&datasetLGA=ABS_REGIONAL_LGA2016&regionLGA=LGA_2016&regionASGS=ASGS_2016
https://www.data.act.gov.au/
https://www.actcoss.org.au/
https://www.mycommunitydirectory.com.au/Australian_Capital_Territory/Canberra/Peak_Industry_And_Funding_Bodies/Peak_Bodies?PageNo=1
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• What is the total cost of the project? How much of that is the funding 
provider being asked to fund? 

• Who else has been approached for funding for this project (total or partial 
cost)? 

• Will the project continue past the funding period – and if so, where do you 
hope to obtain future funding? 

• What stage is the project at now? 

• Is the budget and timetable realistic?  

• Do you have, or will you need, to develop processes to monitor your 
budget spend? e.g. volunteer timesheets to audit in-kind budgeting 
resources.  

If constructing a budget is an unfamiliar or new exercise for you or your 
organisation, this free 15 minute webinar is a good starting point to become 
acquainted with the process: Introduction to Project Budgets Webinar.  

Writing to Win 

It is important to have an understanding of the type of response criteria your 
grant requires, and to carefully follow any guidelines set for addressing them. 
For example, a common template is one that may call for responses to address 
specific selection criteria (similar in style to one you might prepare for a job 
application). For a more general guide to addressing grant selection criteria you 
can visit the Commonwealth Community Grants Hub.  

ACT Government grants administered through online portals such as 
SmartyGrants tend to be directive – and include specific questions, often with 
word limits for responses. If you are new to the SmartyGrants platform, you can 
visit the Help Guide for Applications.   

Where relevant, it can be useful to build coherence in your application by 

making reference to how your proposed project aligns with ACT-specific 

initiatives. These include: 

• ACT Community Sector Industry Strategy 2016-2026 

http://grantspace.org/training/self-paced-elearning/introduction-to-project-budgets-webinar
https://www.communitygrants.gov.au/information-applicants/what-makes-good-grant-application
https://applicanthelp.smartygrants.com.au/help-guide-for-applicants/
http://www.communityservices.act.gov.au/hcs/community-sector-reform/industry-strategy-2016-2026
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• Canberra: A Statement of Ambition (ACT Government)  

• The Social Compact – a relationship framework between the ACT 
Government and the Community Sector 

• Human Services Blueprint – a multi-year plan to improve the way human 
services are delivered across Canberra. 

If there is no specific structure provided to guide your grant application by the 

funding body, you can use the following components: 

• Executive or project summary 

• Statement of need 

• Project description 

• Budget 

• Organisation information.  

Grant Seeking & Networking in the ACT 

Grant applications are more likely to be successful if your organisation has an 
up-to-date understanding of the most appropriate funders for its mission – and 
you have intentionally developed a relationship with them.  

You can find below a non-exhaustive list of potential grant makers in the ACT. 

Philanthropic:  

• Hands Across Canberra – as of 2017 have disbursed over $280,000 to 39 
community projects since 2010. Visit their website to see examples of 
some of these past projects and priorities for 2017 

• The Snow Foundation – as of 2017 have disbursed $20 million to 264 
organisations and over 234 individuals. Visit their website to see current 
areas of focus and funding considerations.  

https://www.cmtedd.act.gov.au/__data/assets/pdf_file/0006/865482/Canberra-A-Statement-of-Ambition.pdf
http://www.cmd.act.gov.au/__data/assets/pdf_file/0008/521486/The-Social-Compact_web-version2.pdf
https://www.betterservices.act.gov.au/human-services-blueprint/human-services-blueprint-final
https://www.handsacrosscanberra.org.au/community-building/project-support-application/
http://www.snowfoundation.org.au/individuals-and-organisation-in-australia/
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Private Sector: 

• Australia Post Our Neighbourhood Community Grants – these grants 
provide one-off cash payments of up to $10,000 to organisations with 
projects that align with AusPost key areas of focus. 

ACT Government: 

• ACT Government Grants Open for Applications – this link has a current list 
of presently open grants, more broadly they are split into two streams: 

• Health and Community Wellbeing – these grants support among 
other things; health promotion, adult and community education, 
community infrastructure, people with disability, the community 
participation of older people and cultural diversity, social harmony 
and inclusion  

• City and Territory Services – these grants support a range of arts, 
environmental, heritage, sports and recreation activities. 

There are also a range of community sector specific networking opportunities in 
the ACT to keep abreast of current developments: 

• ACTCOSS Networks & Working Groups – these span specific issue areas 
such as community development or reconciliation, to role-specific groups 
such as policy officers or human resource professionals  

• ACT Peak Representative Bodies – it is worth checking in with peak 
representative bodies in the ACT regarding the multiple other interest-
specific or region-specific networking groups facilitated in the ACT. 

 

 

 

 

 
ACT Council of Social Service Inc. |  Weston Community Hub, 1/6 Gritten St, Weston ACT 2611 

Ph: 02 6202 7200  |  actcoss@actcoss.org.au  |  www.actcoss.org.au 
 

ACTCOSS is committed to reconciliation, acknowledges the traditional custodians of the land and pays 
respect to elders past and present. 

https://auspost.com.au/about-us/corporate-responsibility/community-involvement/local-support
https://www.grants.act.gov.au/home
https://www.grants.act.gov.au/health_comm_grants
https://www.grants.act.gov.au/city_terr_grants
https://www.actcoss.org.au/services-resources/networks-working-groups
https://www.mycommunitydirectory.com.au/Australian_Capital_Territory/Canberra/Peak_Industry_And_Funding_Bodies/Peak_Bodies?PageNo=1
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